FLOW SHEET: ORDERING LABORATORY ITEMS 


Order Laboratory 
Items 


Are you ordering 
items that are 
radioactive? 


Are all the items 
radioactive material? 


Use a separate 
invoice for 
radioactives 


Order RAM 
via a Purchase 
Order or 
Blanket PO 


Do you have 
a RAM 
permit? 


Obtain permit 
from EHS 


Obtain Purchase Order or Blanket PO: 

• Use Account code 739650 
Radioactive Materials 

• Use Ship To Address: 

University of Massachusetts 
Dept of Environmental Health & 
Safety 

Room 117 Draper Hall 
40 Campus Center Way 
Amherst MA 01003 


Researcher calls 
Vendor to place order 


Are you ordering only 
substances that will require a 
bar code (see CEMS 
Inventoried Substance List)? 


Will all the items be 
shipped thru LGRT 125? 


Will some of the 
items be shipped 
thru LGRT 125? 


Is the cost of the 
order more than 
$ 1000 ? 


Is the cost of the 
order more than 
$ 1000 ? 


Order via Procard 
Provide Vendor the Ship To 
Address of the Department or 
Distribution Services 


Responsible Owner or 
Designee must bar code any 
CEMS inventoried 
substances 


Are the requested 
items chemicals 
with other lab items 


Use a separate 
invoice for 
substances shipped 
thru LGRT 125 


Separate PO’s ■ lab 
chemicals and lab supplies 
use different accounts. 


Are the 

requested items 
only chemicals? 


Obtain PO or Blanket PO: 

• Use Account code 
739600 Laboratory 
Supplies 

• Provide Vendor the 
Ship To Address of the 
Department or 


Obtain PO or Blanket PO: 

• Use Account code 
739630 Chemicals 

• Provide Vendor the 
Ship To Address of the 
Department or 
Distribution Services 


Responsible Owner or 
Designee must bar code any 
CEMS inventoried 
substances 


Notify EHS using 
RAM notification form 


Order via a 
Purchase Order 
or Blanket PO 


Obtain Purchase Order or Blanket PO: 

• Use Account code 739630 Chemicals 

• Use Ship To Address: “CHEMS” or 

University of Massachusetts 
Room 125 Lederle Graduate 
Research Tower 
710 North Pleasant Street 
Amherst, MAO 1003 

• In ‘‘Comments” Panel list: 

Responsible Owner & Storage 
Location (Building & Room#) 
(click <send to vendor> box 


Order via Procard 

Provide Vendor the Ship To Address: 
University of Massachusetts 
Room 125 Lederle Graduate 
Research Tower 
710 North Pleasant Street 
Amherst, MAO 1003 
Attn: Responsible Owner & Storage 
Location (Building & Room#) 
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